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Accessing WOTC/WtW Tax Credits Reports

Follow the steps below to accessthe ETA WOTC/WtW Tax Credits Reports.

1 Open your Web browser and type the following address in the URL location field at the
top of the window: http://www.etareports.doleta.gov (Figure 1).

File Edt “iew Go Communicator Help

=

i B & &, 4 e
P d o2 A 8% oa <+ & B8 @
Back Forward - Reload Horne Search | Metzcape Prirt Security Shop Stop

w‘ " Bookmarks J{. Goto: Ihttp:.f'.f.-’www.etarepafts.daleta.gcw

Figure 1. Web Browser — Location Field Displayed

2. PressEnter. The ETA Grantee Reporting System Login window is displayed (shown
in Figure 2).

@ m Grantee Reporting System

U.SXDepartment of Labor,
Employment and Training Administration

Please Login:

FEnter the Password for the grantee you are reporting on

Password: |”*””

Lagin |

ETA Grantee Reporting System

Figure 2: Grantee Reporting System Login Window
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3. Type the Password. Click Login. The WOTC/WtW Tax Credits Reports Selection
(main menu) window is displayed (Figure 3).

WOTC/WtW Tax Credits Reporting System (TCRS)

Please Chaose ¢ Raport
WOTC MWW e pPr—
Tax Credits Reports: |Cond|t|onal Cerifications lssued J
i e List of Edit Checks Log out

Figure 3: WOTC/WtW Tax Credits Reports Selection Window
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Accessing/Reviewing the Edit Checks List for
WOTC/WtWTC

Follow the steps below to access and review the Tax Credits Reporting System Edit Checks
list. Thisisalist of fields that have unique edit checks (standard edits plus additional edits).
The list is provided as a user aid. For example, you can look at the list to quickly determine the
formula that the system uses to calculate a particular field or to find out which fields are
automatically calculated by the system.

1 Click Edit List from any window in the WOTC/WtWTC system. The Tax Credits
Reporting System Edit Checkslist is displayed (Figure 4).

2. The edit checks are arranged according to the report name and then the report sections. It
provides the following information for each field in the list: Type of Field, Edit Check,
Edit Check M essage.

3. Toprint alist of the edit checks, click the Print icon on the browser menu bar. A
complete copy of the list is attached to this document in the Appendix section.

4, Toreturn to the previous window, click Back at the top of the window, under the title.
& . @ [ A QA @ P B g E
Back Stop  Fefresh  Home Search Favortes  Histo tail Frint  Discuss
Address |£J hitp: //testetareportz doleta. gov/cidocs/grantee_prod/reporting/wotc/wobc-editz. ofm?CFID =1003%CF T OKEN=9457379 j i Go
Links @]DOLHome @&]ETAInternal &]'webMal _ |Wwaivers
Tax Credits Reporting System Edit Checks
Back
Type of Field Edit Check Edit Check WMessage
Report 1 — Conditional
Certifications Issued
I. By Issuing Agency
Q. Total (for quatter) Fead Only — Automatic 2.8
Caleulation
. By WOTC Target
20. Total (for quarter) Read Only — Automatic 111
Caleulation
Report 2 —
Certification Workload
Pari I. Certification Worklead
A. No. of Requests Incomplete Read Only — Automatic Item G from previous gquarter’s
Caleulation, except for 1 repott.
guatter (430

Figure4: WOTC/WtWTC Edit Check List
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Conditional Certifications Issued — Report No. 1

Accessing Conditional CertificationsIssued (WOTC/WtWTC Report No. 1)

Follow the steps below to access the Conditional Certifications |ssued Report. You can enter
or update datain the report form. The data can be saved without a PIN or saved and submitted
withaPIN. General field instructions are provided online. Also, a copy of the report can be
printed for your records.

1 Accessthe WOTC/WtW Tax Credits Reports Selection (main menu) window (see
Figure 3).

2. Click the arrow at the end of the WOTC/WtW Reportsfield and select Conditional
Certifications|Issued. The Choose Quarter End Date (for WOTC/WtWTC Report
No. 1) window is displayed (Figure 5).

WOTC/WtW Tax Credits Reporting System (TCRS)

Please Chaose a Quarter End Date

Quarter End Date: 09/30/2001 =
Continue
Main Menu List of Edit Checks Log out

Figure5: Choose Quarter End Date Window
3. Click the arrow at the end of the Quarter End Date field and select the desired quarter
ending date from the list.

4, Next, click Continue. The WOTC/WtWTC Conditional Certifications | ssued/Report
No. 1 isdisplayed (Figure 6).
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Conditional Certifications Issued
Work Opportunity and Welfare-to-Work Tax Credits
(Report No. 1)

YWark Opportunity and YWelfare-to-Work Tax Credits - Report Mo, 1 for 12/31/2001
Awaiting State Certification as of 11/05/2002 03:30:09

=nd Trng Prowviders

State Quarter Ending Ferzons are not required to respond to this collection of information unless it displays a currently valid OMB control number. OmB Approval
TENNESSEE 1262162004 Raspondants obligation to 1aply to thesa raporting raquiremants are mandatory (P.L. 104-18). Public raporting burden forthis  |No.
collection if information is estimated to awverage 8 hours per luding the time for rewi structions, searching 1208-0371
existing data sources, gathering and maintaining the data needed, and pleting and the collection of information.  |Expires:
Send comments regarding thiz burden estimate or any other aspect of this collection of information, including suggestions for
raeducing thiz burden to the U.5. Depatment of Labaor, U.5. Employment Senice, Room C-4514, Wazshington, D.C. 20210
(Fapenork Reduction Project 1205-0371)
20 b | Mumber of Conditional Certification Issued RO TC Tt | Number of Conditional Certification lssued
Agency or Long-Term [V-A
[ WOTC [ i | Dusi Tax Credit  |Recipient Group [ WOTC [ e | Dusl Tax credit
1. Employment ID ID ID 41, Iv-A Recipiert ID
Service Offices
2. 1-Stop Career ID ID ID 12. Veteran ID—
Certers
2. WA LWIAS I I I .
Partrer Agencies ‘ o ‘ i o =2Escke lon

=

14. High-Rizk Youth

9. TOTAL [for
quarter)

0. TOTAL
[yearto-date)

ID
EZ/EC/RC ‘
4. Yoo Rehab 15. Voo Rehab

F K b [ —
5. Yeteran Affairs ‘ ID ‘ ID ‘ ID AE. Summer Youth ‘ ID—
Offices EZ/EC/RC
5. Welfare Offices ‘ ID ‘ ID ‘ ID iftEcodictam ID

Recipient

7. Sacisl Sesurity ‘ ID ‘ ID ‘ ID T el ‘ ID—
District Offices
pame | P f Bttt

Agencies

20. TOTAL [for
quarter)
0 21. TOTAL
[vear-to-date)

T

TOTAL [Quarters kem 3 + 20] - -

TOTAL [yearto-date tem 10+ 21)

E]ﬂllllllll

Save

d

Please press the Save button to save:

Please enter your pin mumber to subtmit: I Subarmit |
Print |

Please press the print button to print:

List of Edit Checks

ETA 9057 [Rev. July 2002)

Log Ou

:

|

Figure 6: WOTC/WtWTC Conditional Certifications |ssued
(Report No. 1)
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Entering WOTC/WtWTC Conditional Certifications|ssued (Report No. 1)

1 Type the report data in the fields within the white boxes. Only numeric values may be
entered. No decimals or minus numbers are allowed (e.g., 4.5 or -25). The numbers are
automatically formatted by the system (e.g., commas are system-generated). The
maximum number of digits that can be entered is 8. If there is no data for afield, azero
must be entered. Fields within a shaded box are calculated automatically and you cannot
enter data in them. Press the Tab key to move from field to field.

Note: General instructions for the report fields can be viewed online by clicking any
underlined field title (e.g., Employment Service Offices). To return to the form from the
online instructions, click the underlined title at the top of the instructions.

2. When you are ready to save the report, you can save (only) without a PIN or submit and
save with aPIN.

Save Only (without a PIN): Click Save. A message is displayed (Figure 7) to confirm
that the report is saved, but not submitted. Click OK. The confirmation message is
displayed (Figure 8). It providesthe name of the state, report period, and date that the
report was saved/modified. Click the Print icon from the browser menu bar to print a
copy of the message window. Click the Back button on the browser menu bar to return
to the report. Otherwise, you may click Main M enu to return to the WOTC/WtW Tax
Credit Reports Selection (main menu) window or click Log Out to returnto the ETA
Grantee Reporting System L ogin window.

Microzoft Internet Explorer
@ 'ou have not submitted the data, pou just saved it
[OR] Caree|

Figure 7: Save Confirmation Dialogue Box

WOTC /Wit TC - Report No. 1 : Conditional Certifications Issued
State: VIRGINIA

Report Period: 12/31/2001

Has been modified on 11052002 01:33:33 and is awaiting Certification.

Main Menu List of Edit Checks Log Out

Note: Please print the screen for your reconds.

Figure8: Report No. 1 Save Confirmation Message
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Submit and Save with a PIN: Type the PIN in the designated field at the bottom of the
report. Click Submit. A confirmation message is displayed (Figure 9). It providesthe
name of the state, report period, and date that the report was submitted. Click the Print
icon from the browser menu bar to print a copy of the message window. Click the Back
button on the browser menu bar to return to the report. Otherwise, you may click Main
Menu to return to the WOTC/WtW Tax Credit Reports Selection (main menu)
window or click Log Out to return to the WOTC/WtWTC ETA Grantee Reporting
System Login.

WOTC/ WiW TC - Report No. 1 : Conditional Certifications lssued
State: VIRGINIA

Report Period: 09/30/2002

Has been successfully submitted on 11/052002 01:38:06

And is now Certified

Main Menu List of Edit Checks Log Out

Note: Please print the screen for your records.

Figure 9: Report No. 1 Submit Confirmation Message

3. After you type all the report data, print a copy of the report to review for accuracy and to
retain for your records.

4, Toprint thereport: Click the Print button at the bottom of the report window. The
Adobe report window is opened with the report displayed. Continue by clicking the print
icon on the Adobe tool bar. The Print window is displayed. Click OK to print the
report at the printer designated by your PC. A sample copy of the report is attached to
this document in Appendix A.

To returnto the WOTC/WtWTC report window, click the back arrow on the tool bar at
the top of the window.
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Certifications, Workload and Characteristics of
Certified Individuals - Report No. 2

Accessing Certification Workload and Characteristics of Certified Individuals

Follow the steps below to access the Certification Workload and Characteristics of Certified
Individuals (Report 2) program. The data can be saved without a PIN or saved and submitted
withaPIN. Detailed field instructions are provided online. Also, a copy of the report can be
printed for your records.

Note: You can choose to enter datato the report by the Dictionary of Occupational Titles
(DOT) code that includes Part 11, sections |, J, and K or the report by Occupation Information
Network (O*NET) code that includes Part I1, section |, J, and L. If you enter the DOT report
and decide, later, to enter the O*NET report for the same quarter, the system notifies you that
you already entered datato Section K (the DOT report) and asks whether you now wish to
continue to enter datato the (O*NET) report. If you choose to continue and enter datato the
O*NET report, the system automatically deletes any datain the K (DOT) section of the previous
DOT report. This delete only occurs when you choose to save or submit the O*NET report.
The reverse action is also possible (e.g., from O*NET report to DOT report). However, states
must move to O*NET reporting to comply with the Labor Exchange Reporting requirements.

1. Accessthe WOTC/WtW Tax Credit Reports Selection (main menu) window (see
Figure 3)

2. Click the arrow at the end of the WOTC/WtWTC Reports field and select Certification
Workload and Characteristics of Certified Individuals. The Choose Quarter End
Date (for WOTC Report No. 2) window is displayed (Figure 10).

WOTC/WtW Tax Credits Reporting System (TCRS)

Please Choase e Querter End Deate

Quarter End Date: 094302001 =
Cantinue
IMain Menu List of Edit Checks Log out

Figure 10: Choose Quarter End Date Window
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Click the arrow at the end of the Quarter End Date field and select the desired quarter
ending date from the list.

Next, click Continue. The WOTC/WtWTC Choose An Occupation Code window
(Figure 11) isdisplayed. Instructions for entering each report are provided in the
following sub-sections.

WOTC/WtW Tax Credits Reporting System

Please Choose an Occupation Code:

@« By Occupation (DOT)
" By Occupation (O*NET)
Continue
IMain Menu List of Edit Checks Log out

Figure 11: Choose Occupation Code Window

Entering Certification Workload and Characteristics of Certified Individuals
(Report No. 2) for Occupation Code - DOT

1.

Click By Occupation (DOT) and click Continue to accessthisreport. The report is
displayed (Figure 12).

Type the report data in the appropriate fields. Only numeric values may be entered. No
decimals or minus numbers are allowed (e.g., 4.5 or -25). The numbers are automatically
formatted by the system (e.g., commas are system-generated). The maximum number of
digitsthat can be entered is 8. If thereisno datafor afield, azero must be entered. Press
the Tab key to move from field to field. Total fields are cumulative and system-
generated. You cannot enter datato these fields. The Name and Title of Responsible
Official fields and the Date Certified field are also system-generated, based on user
log-in information. These fields cannot be modified.

Note: Detailed field instructions can be viewed online by clicking any underlined field
title (e.g., Total for Quarter). To returnto the form from the online instructions, click the
underlined title within the instructions.
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Work Opportunity and Welfare-to-Work Tax Credits

(Report No. 2)

Certification Workload and Characteristics of Certified Individuals

Work Opportunity and Welfare-to-WWork Tax Credits Report 2 for 12/31/2001

Was State Certified as of 10/23/2002 02:48:26

State: CQuarter Eny

TH 12/21/2001

ding:

Parcore are 1ot Tequired to respond to this collection of infommation wmless & dicplays & ommenthy walid OME cordrol rnmber. Recpordants'
ohligaticm to Tephe to these Teportitg Tequiraments are andstory (F.L. 104-188). Public reporting tarden for this collection of frfommation ic
estimated to sverage § hours per Tesponse. inchiding the time T Teviewing instnactions , searching existing data sources, gathering and
truirtaining the data needed, and completing and revinaring the collection of fommation. Send comaments regarding thic tarden ectiinate or
arye other acpect of this collection of fommation, Buhding auzgestions for reducing this tarden to the 1.5, Departrrent of Labor, T8,
Eenployment Service, Rocm C-4514, Washington, D C. 20210 (Papervrozk Reduction Project 1205-03713

OB Approval
Mo, 12055-0371

Expiration:MrO0YY

Part I CERTIFICATION WORKLOAD

Certification R ts (System Inputs) Certification Action (System Outputs)
) Hoof Requeste (B Ho.of Requests Heeding (C) e Requests (D) Totsl Requeststobe  (E) Requests Certfied  (F) Requests Deved ) Ho.of Requests Ho.of Fequests
Mo corp lete |fctinm Procesced Mz crmip lete eeding fotion
E1 7 10 78 4 4 3 43

Part T CHARACTERISTICS OF CERTIFIED INDIVIDUALS BY TAX CREDIT

R (a] ho. of No. of Certified Individual No. of Certified Individuals No. of Certified Individusls
Lu[n]g_%;rm N_:F:gci;;m Conditional Certs [4) By Hourly Starting [blwt | (K)By Occupation (b) W
Erou Reszulting in (b WOTC [ Wt only [d] D=l Wage [=)WwOTC including (oo [=)WOTE | [including
P Certifications Duzl=] Duzls)

1. Iv-# Reipient |2 Ja |5 12, Under Federal  |[4 |5 13. Professional Ja [3

2. Weteran ] |D |D 13, $5.15-45.99 |D ID 0. Clerical |D |D

B. Ex-Felon 0 |D |D 14. $6.00-$6.99 ID ID 21. Service ID ID

4. High Rizk Yauth 0 ID |D 15.$7.00-$7.99 |D ID 22. Farms |D |D

5. oo, Rehab Ref a ID ID 16. $5.00-$5.99 ID ID 3. Processing ID ID

E. Summer Youth 0 ID |D 17.$9.00 and mare |D ID 24. Machine Trade |D |D

7. Food Stamp Rec 0 ID ID 18. Total ffor quarter) |4 |5 5. Bench Work ID ID

£. 551 Recipient 0 |D |D 8. Structursl |D |D

k. Long Term v 0 ID 27, Misc ID ID

10. Total [for quarter] 2 |4 |D |5 8. Tatal (far quarter) |4 |5

11. Total [yid] 2 |4 ID |5

Mame of Responsible Official:

Roger Litlejohn

itle of Responsible Official:

ISupewisor

Date Cerdified: 10/23/200Z

Main Menu

Please press the Save button to sawve:

Sawve |

Please enter your pin number to subrmit: Submit |

Please press the print button to print:

List of Edit Checks

Pririt

ETA Forrn 8058 - MRO2

Log out

Figure 12: Certification Workload WtWTC and Characteristics of
Certified Individuals — WOTC Report No. 2
By Occupation (DOT)
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3. When you are ready to save the report, you can save (only) without a PIN or save and
submit with a PIN.

Save Only (without a PIN): Click Save. A message is displayed (Figure 13) to remind
you that the report is saved, but not submitted. Click OK. The confirmation message is
displayed (Figure 14). It providesthe state, period, and date that the report was
saved/modified. Click the print icon from the browser menu bar to print a copy of the
message window. Click the Back button on the browser menu bar to return to the report.
Otherwise, you may click Main Menu to return to the WOTC/WtW Tax Credit
Reports Selection (main menu) window or click Log Out to returnto the ETA Grantee
Reporting System L ogin window.

Microzoft Internet Explorer Ed |

@ 'ou hiave not submitted the data, pou just saved it

Ean-:ell

Figure 13: Choose Quarter End Date Window

WOTC / WtW TC - Report No. 2: Certification Workload and Characteristics of Certified Individuals
State: VIRGINIA

Report Period: 09/30/2001
Has been modified on 11/05/2002 01:49:09 and is awaiting Cenrtification.

IMain Menu List of Edit Checks Log out

Figure 14: Report No. 2 - Save Confirmation Message
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Submit and Save with a PIN: Type the PIN in the designated field at the bottom of the
report. Click Submit. A confirmation message is displayed (Figure 15). It providesthe
state, period, and date that the report was submitted. Click the print icon from the
browser menu bar to print a copy of the message window. Click the Back button on the
browser menu bar to return to the report. Otherwise, you may click Main M enu to return
to the WOTC/WtW Tax Credit Reports Selection (main menu) window or click L og
Out to returnto the ETA Grantee Reporting System Login.

WOTC /W TC - Report No. 2: Certification Workload and Characteristics of Certified Individuals
State: VIRGINIA

Report Period: 09/30/2001

Has heen successfully submitted on 11/05/2002 01:49:41

And is now Submitted.

IMain Menu List of Edit Checks Log out

Figure 15: Report No. 2 - Submit Confirmation Message

4, After you type all the report data, print a copy of the report to review for accuracy and to
retain for your records.

5. Toprint thereport: Click the Print button at the bottom of the report window. The
Adobe report window is opened with the report displayed. Continue by clicking the print
icon on the Adobe tool bar. The Print window is displayed. Click OK to print the
report at the printer designated by your PC. A sample copy of the report is attached to
this document in Appendix A.

To returnto the WOTC/WtWTC report window, click the back arrow on the tool bar at
the top of the window.
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Entering Certification Workload and Characteristics of Certified Individuals
(Report No. 2) for Occupation Code— O*NET

1.

Click By Occupation (O*NET) and click Continueto accessthisreport. Thereport is
displayed (Figure 17).

If data was already saved or submitted in the DOT report (with Section K), the following
message window is displayed (Figure 16), prompting you to indicate that you want to
changeto O*NET (SectionL). To continue, click OK. Note: If you continue to the
O*NET report with Section L and save or submit data in the report, the previous data
entered in Section K of the DOT report is automatically deleted by the system. The same
process is followed for the reverse situation (changing from the O*NET report, Section L
to the DOT report, Section K). However, states must move to O*NET reporting to
comply with the Labor Exchange Reporting requirements.

Microzoft Internet Explorer |

@ Y'ou hawve entered data in zection K., are you sure you want to change to section LY

i1 Cancel |

Figure 16: Prompt to Continue from Report with Section K
to Report with Section L Message Window
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Certification Workload and Characteristics of Certified Individuals

Work Opportunity and Welfare-to-Work Tax Credits
(Report No. 2)
Wark Opportunity and Welfare-to-¥Work Tax Credits Repaort 2 for 12/31/2001
‘Was State Certified as of 101’23!‘2002 02:48:26

Persons 47e not required 1o Tespond to this collection of Infmnarion wless & displiys o ety valid OBME control menber. Responderes'
ctate: reeraioys bligtion to reply to these reporting requiremerts are mandstory (P.L Tor 188). Public Teporting burden for this collection of bfonmation i [OMB Approval
2 RS, ctimsted to sversge 3 hors per response. inchuding the Lime for reviewing ietructions , searching existing data sources, gathering and No.12055.0371
- e Mnairtaiing the dita needed, and completing and revieving the collectinn of fomnation. Send comEnes Tegarding this Mrden estine o
ety other sspect of this collection of information, inchding suggestions for reducing this burden to the 1.5, Departmnt of Labor, 1.3 Expiration:MMDO'YY
Employme Service, Eooen C-43514, Washingion, D.C. 20210 (Papervrork Feduction, Project 1205-0371)
Part I CERTIFICATION WORKLOAD
Certification Requests (System Inputs) Certification Action (System Outputs)
) Ho.of Raquerts () Mo of Requents Hiedimg  NC) e Bequests (D) Total Fequestsinbe  (E)Eequests Cemified  (F) Eequests Denied (5) Ho.of Faquests FED Ho.of Requests
Bicomnplets ction Processed e esding Action
61 7 10 78 El 4 o 65
Part [I. CHARACTERISTICS OF CERTIFIED INDIVIDUALS BY TAX CREDIT
(3] Ho. of Mo. of Certified Individual Mo of Certified Individuals
(1) By WOTC Target or Long- | Conditional Certs ;
ini (4] By Hourly Starting YWage [b] Wk i ncludin
Term VA Recipient Group Resultingin b WOTC o] VW onl ) Duzl 2] WOTC WA fincluding
Certifications AEEE ety e e Duals)
4. VoA Recipient 2 |4 |5 12. Under Federal |4 |5
2. vtersn 1] |El |E| 13. $5.15-$5.98 |E| IEI
. Ex-Felon 0 ID |D 14, $6.00-$6 99 |D |D
4. High Risk Youth 1} ID |U M5 $7 00-$7 99 |U |D
5. Ve, Rehab Ref 1] |El |E| 16, $8.00-45 .99 |E| IEI
E. Summer Youth 0 ID |D 17. $9.00 and mare |D |D
7. Food Stamp Rec 0 ID |U MS. Tatsl [for quarter] |4 |5
. 551 Recipient i o o
3. Long Term V- 0 ID
10. Tetal (for quarter 2 |4 ID |5
11, Total [wtd 2 |4 IU |5
(L] By Oscupation (O*NET) | Code Mo. of Certified Individual Cort., [L] By Occupation (O*NET) | Code No. of Certified individuals
[a) WOTC b) v lincluding Dusls) (2] WOTC b AW [including Duals))
1. Food Preparation & Serving
19, Maragement K] |E| |El B 35 |E| ID
2. Bldg., & Grounds Cleaning &
20. Business & Financizl Operation 13 |D ID e 2 ID |D
21, Computer & hathematical 15 0 0 3. Personal care & Services ] 0 0
22. Architecture & Engineering 17 0 0 4. Sales & Related Occupstions 41 0 0
23. Life, Physicsl & Social Sciences 19 |E| |E| 5. Office & Administrative Suppart 43 |D ID
24. Community & Social Services 21 ID ID 5. Farming, Fishing & Forestry 45 |D |D
5. Legal 23 IU IU 7. Construction & Extraction 47 |D |D
26. Education, Training & Library 25 ID ID &, Installztion, Maintenance & Repair | 43 |D |D
27, Arts, Design, Entersinment Sports
o Wecin 27 IU IU 3. Production 51 |D |D
8. Hesltheare Practitioners 29 |E| |E| W0, Transportation & Materizl Moving | 53 |U |D
29. Healthoare Support 3 ID ID 41, Military Specific 55 |D |D
0. Protective Services 33 |E| |El Mz, Total ffor Guarter] |D ID
Marne of Fesponsible Office llma of Responsible Dfficial:
Dste Cedified:  10/23/2002
Roger Litlejohn ISupEN\SDr
ETA Form 058 - MMI2
Please press the Save button to save: Save
Please enter your pin number to submit: Submit
Please press the print button to print Print |
Main Menu List of Edit Checks Log out

Figure 17: Certification Workload WtWTC and Characteristics of
Certified Individuals — WOTC Report No. 2
By Occupation (O*NET)
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3. Type the report data in the appropriate fields. Only numerical digits may be entered. No
decimals or minus numbers are allowed (e.g., 4.5 or -25). The numbers are automatically
formatted by the system (e.g., commas are system-generated). The maximum number of
digitsthat can be entered is 8. If thereisno datafor afield, azero must be entered. Press
the Tab key to move from field to field. Total fields are cumulative and system-
generated. You cannot enter datato these fields. The Name and Title of Responsible
Official fields and the Date Certified field are also system-generated based on log-in
information. These fields cannot be modified.

Note: Detailed field instructions can be viewed online by clicking any underlined field
title (e.g., Total for Quarter). To return to the form from the online instructions, click the
underlined title within the instructions.

4, When you are ready to save the report, you can save (only) without a PIN or save and
submit with a PIN.

Save Only (without a PIN): Click Save. A message is displayed (Figure 12) to remind
you that the report is saved, but not submitted. Click OK. The confirmation message is
displayed (Figure 13). It providesthe state, period, and date that the report was
saved/modified. Click the print icon from the browser menu bar to print a copy of the
message window. Click the Back button on the browser menu bar to return to the report.
Otherwise, you may click Main Menu to returnto the WOTC/WtW Tax Credit
Reports Selection (main menu) window or click Log Out to returnto the ETA Grantee
Reporting System L ogin window.

Submit and Savewith a PIN: Type the PIN in the designated field at the bottom of the
report. Click Submit. A confirmation message is displayed (Figure 14). It providesthe
name of the state, report period, and date that the report was submitted. Click the print
icon from the browser menu bar to print a copy of the message window. Click the Back
button on the browser menu bar to return to the report. Otherwise, you may click Main
Menu to return to the WOTC/WtW Tax Credit Reports Selection (main menu)
window or click Log Out to returnto the ETA Grantee Reporting System L ogin.

5. After you type all the report data, print a copy of the report to review for accuracy and to
retain for your records.

6. Toprint thereport: Click the Print button at the bottom of the report window. The
Adobe report window is opened with the report displayed. Continue by clicking the print
icon on the Adobe tool bar. The Print window is displayed. Click OK to print the
report at the printer designated by your PC.

To returnto the WOTC/WtWTC report window, click the back arrow on the tool bar at
the top of the window. A sample copy of the report is attached to this document in
Appendix A.
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Verification Results

Accessing Verification Results (WOTC/WtWTC Report No. 3)

Follow the steps below to access the Verification Results Report. You can enter or update data
in the report form. The data can be saved without a PIN or saved and submitted with a PIN.

Detailed field instructions are provided online. Also, a copy of the report can be printed for your
records.

1. Accessthe WOTC/WtW Tax Credit Reports Selection window (Figure 3).

2. Click the arrow at the end of the WOTC/WTW Reports field and select Verification

Results. The Choose Quarter End Date (for WOTC/WtWTC Report No. 3) window is
displayed (see Figure 18).

WOTC/WIW Tax Credits Reporting System (TCRS)

Please Choase a Quarter End Date

Quarter End Date: 09/30/2001 -
Continue
IMain Menu List of Edit Checks Log out

Figurel8: Choose Quarter End Date Window

3. Click the arrow at the end of the Quarter End Date field and select the desired quarter
ending date from the list.

4, Next, click Continue. The WOTC/WtWTC Verification ResultsReport No. 3 is
displayed (Figure 19).

WOTC/WtWTC User’s Guide (1/8/03) Page 16



Verification Results

Work Opportunity and Welfare-to-Work Tax Credits
{Report No. 3)

WOTCAMW TC Report 3 for 12/31/2001
Was State Certified as of 10/23/2002 10:28:33

State: TN Quarter Ending: 12£21/2001 OME Approwal Mo, 1205-0271
Expires:

A. CERTIFICATIONS ISSUED

1. Universe Size |4
2. Sample Size |4
2. Number Invalid |1

d. Percent Invalid [complete Line Nos. 5 & & ONLY if the entry for line Ho. d is |25
& percent or greater.

5. Mumber Invalid - 2nd Sample ID
E. Percent Invalid - 2nd Samples ID

B.ECOMOMIC DETERMINATIONS (Ex-Felon ONLY)

[f. Universe Size ID
g. Sample Size IU
8. Number Invalid ID
A0. Percert Invalid [Cormplete Line Nos. 11 & 12 OMNLY if the entryfor Line ID
MNO. 10is 5 percent or greater

1. Pecert Invalid - 2nd Sample |D
12, Nurber Invalid - 2nd Sample ID
G

Persons are not required to respond to this collection of infor mation unless it displays a currently valid OME control number. Respondents' obligation to reply to these requiremerts are
mandatory 3= required by P.L. 104-188. Public reporting burden for this collection of infor mation is esti mated to awverage 8 hours per response, including the time for reviewing instructions,
searching existing dats sources, gathering and maintsining the data needed, and completing and reviewing the collection of information. Send comments regarding this burden esti mate or any
other aspect of this collection of infor mation, including suggestions for reducing this burden to the .S, Departtment of Labor, U.5. Employment Service, Room C-4514, Washingdon, 0.C. 20210
Faperwork Reduction Project 1205-0371).

13. Name of Responsible Official itle of Responsible Official Date Cerified:
Rager Littlejohn Superssar 10/23/2002

ETA 9059 - Raby 2002

Please press the Save button to save: _Save |

Please enter your pin number to subtnit: I Submit |

Please press the pnnt button to print: Print |

Main Menu List of Edit Checks Log out

Figure 19: WOTC/WTWTC Verification Results (Report No. 3)
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Entering WOTC/WtWTC Verification Results (Report No. 3)

1 Type the report data in the appropriate fields. Only numeric values may be entered. No
decimals or minus numbers are allowed (e.g., 4.5 or -25). The numbers are automatically
formatted by the system (e.g., commas are system-generated). The maximum number of
digitsthat can be entered is 10. Y ou cannot enter datato fields that are system-generated.
The following fields are system-generated: A1, A4, A6 and B7, B10, B11. The
Comments field accepts any character. Pressthe Tab key to move from field to field.

Note: Detailed field instructions can be viewed online by clicking any underlined field
title (e.g., Sample Size). To return to the form from the online instructions, click the
underlined title in the instructions.

2. When you are ready to save the report, you can save (only) without a PIN or submit and
save with aPIN.

Save Only (without a PIN): Click Save. A message is displayed (Figure 20) to remind
you that the report is saved, but not submitted. Click OK. The confirmation message is
displayed (Figure 21). It providesthe state, period, and date that the report was
saved/modified. Click the print icon from the browser menu bar to print a copy of the
message window. Click the Back button on the browser menu bar to return to the report.
Otherwise, you may click Main Menu to return to the WOTC/WtW Tax Credit
Reports Selection (main menu) window or click Log Out to returnto the ETA Grantee
Reporting System L ogin window.

Microzoft Internet Explorer
@ 'ou hiave not submitted the data, pou just saved it
k] cancel|

Figure 20: Save Only Notification

WOTC / WitW TC- Report No. 3 : Verification Results

State: VIRGINIA

Report Period: 12/31/2001

Has been modified on 11/05/2002 01:52:52 and is awaiting Submission.

Main Menu List of Edit Checks Log out

Note: Please print the screen for your records.

Figure21: Report No. 3 - Save Confirmation Message
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Submit and Save with a PIN: Type the PIN in the designated field at the bottom of the
report. Click Submit. A confirmation message is displayed (Figure 22). It provides the
name of the state, report period, and date that the report was submitted. Click the print
icon from the browser menu bar to print a copy of the message window. Click the Back
button on the browser menu bar to return to the report. Otherwise, you may click Main
Menu to return to the WOTC/WtW Tax Credit Reports Selection (main menu)
window or click Log Out to returnto the ETA Grantee Reporting System L ogin.

WOTC and WHW TC- Report No. 3 for
State: DISTRICT OF COLUMBIA

Period: 12/31/,2001

is submitted on: 10/17/2002 successfully.

Main Menu Log out

Note: Please print the screen for your records.

Figure 22: Report No. 3 - Submit Confirmation Message

3. After you type all the report data, print a copy of the report to review for accuracy and to
retain for your records.

4, Toprint thereport: Click the Print button at the bottom of the report window. The
Adobe report window is opened with the report displayed. Continue by clicking the print
icon on the Adobe tool bar. The Print window is displayed. Click OK to print the
report at the printer designated by your PC.

To returnto the WOTC/WtWT C report window, click the back arrow on the tool bar at
the top of the window. A sample copy of the report is attached to this document in
Appendix A.
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Appendix A

Tax Credits Reporting System Edit Checks

Back
Type of Field Edit Check Edit Check
M essage
Report 1 —
Conditional
Certifications | ssued
|. By Issuing Agency
9. Total (for quarter) | Read Only — a(1.8)
Automatic
Calculation
II. By WOTC Target
20. Tota (for quarter) | Read Only — a(11..19)
Automatic
Calculation
Report 2 —
Certification
Workload
Part |. Certification
Workload
A. No. of Requests Read Only — Item G from previous
Incomplete Automatic quarter’ s report.
Calculation, except
for 1% quarter (9/30)
B. No. of Requests Read Only — Item H from previous
Needing Action Automatic quarter’s report.
Calculation, except
for 1% quarter (9/30)
C. New Requests Data Entry
D. Total Requeststo | Read Only — D =A+B+C
be Processed Automatic
Calculation
E. Requests Certified | Data Entry E = 10b + 10c (Part I1)
F. Requests Denied Data Entry
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Type of Field Edit Check Edit Check
M essage
G. No. of Requests Data Entry
Incomplete
H. No. of Requests Read Only — D-E-F-G
Needing Action Automatic
Calculation
Part Il — Section |
10a. Total (for Read Only — a(1a.9a)
guarter) —No. Cond. Automatic
Certs Resulting in Calculation
Certifications
10b. Total (for Read Only — a(1b..8b)
quarter) —WOTC Automatic
Calculation
10c. Totd (for Read Only — 10c =9c
quarter) — WtW only Automatic
Calculation
10d. Total (for Read Only — a(1d..8d)
guarter) — Dual Automatic
Calculation
Part Il — Section J
18a. Total (for Read Only — a(12a..17a); dso Section J, Column
quarter) Automatic 18a=10b () Line#18 isthe
Calculation sum of the column
and must equal the
total for Section |,
Column (b) Line
#10
18b. Tota (for Read Only — a(12b..17b); also Section J, Column
quarter) Automatic 18b = 10c+10d (b) Line #18 isthe
Calculation sum of the column
and must equal the
total for Section |,
Column (c) and (d)
Line #10.
Part Il — Section K — By
Occupation (DOT)
28a. Total (for Read Only — a(19a..27a); dso Section K, Column
guarter) —WOTC Automatic 28a=10b (a) Line#28 isthe
Calculation sum of the column
and must equal the
total for Section I,
Column (b) Line
#10
28b. Totd (for Read Only — a(19b..27b); also Section K, Column
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Type of Field Edit Check Edit Check
M essage
quarter) — WtW, Automatic 28b = 10c+10d (b) Line #28 isthe
including Duals Calculation sum of the column
and must equal the
total for Section I,
Column (c) and (d)
Line #10.
Part Il —Section L —By
Occupation (O*NET)
42a. Totd (for Read Only — a(19a..41a); dso Section L, Column
guarter) —WOTC Automatic 42a=10b () Line#42 isthe
Calculation sum of the column
and must equal the
total for Section I,
Column (b) Line
#10
42b. Total (for Read Only — a(19b..41b); also Section L, Column
quarter) — WtW, Automatic 42b = 10c+10d (b) Line #24 isthe
including Duals Calculation sum of the column
and must equal the
total for Section I,
Column (c) and (d)
Line #10.
Report 3 —
Verification Results
A. Certifications | ssued
1. Universe Size Read Only — Al =D (from Report
Automatic No. 2)
Calculation
2. Sample Size Data Entry A2 >=sample sizein
Handbook (page v-53)
3. Number Invalid Data Entry
4. Percent Invalid Read Only — A4 = (A3/A2) * 100; Line no.4 isnot 5
Automatic If A4 < 5%, do not percent or greater.
Calculation complete lines A5 and | Please skip Line
AG. Nos. 5& 6
If A4 >= 5%, second
sample required
5. Number Invalid— | DataEntry
2" Sample
6. Percent Invalid — Read Only — A6 = (A5/A2) * 100;
2™ Sample Automatic If AB >= 5%,
Calculation corrective action shall
be initiated
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Type of Field Edit Check Edit Check
M essage
B. Economic
Determinations
7. Universe Size Read Only — B7 =1.3b (from Report
Automatic No. 2)
Calculation
8. Sample Size Data Entry B8 >= sample sizein
Handbook (page vii-
24)
9. Number Invalid Data Entry
10. Percent Invalid Read Only — B10=(B9/B8) * 100; | Lineno.10isnot 5
Automatic If B10 < 5%, do not percent or greater.
Calculation complete lines B11 Please skip Line
and B12. Nos. 11 & 12
If B10 >=5%, second
sample required
11. Percent Invalid— | Read Only — B11 = (B12/B8) * 100;
2™ Sample Automatic If B11 >=5%,
Calculation corrective action shall
be initiated
12. Number Invalid — | Data Entry
2" Sample
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